
IDG Ventures Vietnam Guide to Writing a Business Plan 
 
Initial Phase: Formulating the Idea 

 
You have a great idea for a company – now is the time to do your homework. 
Before writing a business plan, extensive research is required to answer several 
key questions: 

 
* How clear is the idea? Can it be summarized in two sentences or less? 
* What are the vital market demographics? 
* Who will be your customers? 
* Is there a real need for this product? 
* How is your company different from others? 

 
Once you've answered these questions, you can move on to the next phase. 

 
The Business Plan 

 
1.   Table of Contents 
2.  Executive Summary 
3.  Company Overview 
4.  Products & Services 
5.  Industry Analysis 
6.  Market Analysis 
7.   Target Market 
8.  Marketing/Sales Plan 
9.  Competitive Analysis 
10. Management Team 
11. Financial Projections 
12. Financial Statements 
13. Exit Strategy 

 
Table of Contents 

 
Your table of contents should list all the major sections within your business plan. 
It can be broken down into clarifying sub-sections. Make sure your table of 
contents page is organized, neat and properly numbered. This table is essential to 
help readers easily navigate your business plan. 

 
Executive Summary 

 
The Executive Summary is the most important part of the business plan. It 
summarizes the essence of your proposal and must be compelling enough that 
the reader wants to continue reading. The Executive Summary is best written 
last, after the entire plan has been completed, and should clearly and concisely 
address each of the following subjects: 



Overview 
 
The opening paragraphs should introduce what you do and where. You should 
succinctly describe your market, the amount of funding that you hope to secure 
and how it will be used. 

 
Mission Statement 

 
A mission statement describes the purpose of a company, answering the question 
of “why” a company exists. This statement sets the tone not only for your 
business plan, but also for your company and acts as a guiding principle for 
company actions. 

 
Opportunity 

 
Describe and quantify the opportunity you will target. Explain why you're in this 
particular business along with the reasons why you'll be able to take advantage of 
this opportunity. 

 
Brief Summary of the Market 

 
Describe the size and development stage of the market. Is it early growth or 
mature? Be sure to mention key drivers, trends and influences in the market. 

 
Differentiation 

 
This section gives you the opportunity to tell the reader why you are different 
from your potential competitors. Is your product proprietary, patented, 
copyrighted? How is your service better than the competition's? Is your 
advantage temporary, and if so, how can you protect this advantage? Are there 
barriers to entry that will support your financial projections? 

 
Description of Products / Services 

 
Give a brief description of your products and services. 

Management Team 

Historically, the management team is one of the best predictors of company's 
success and investors will look very closely at the individuals managing the 
company. Emphasize previous relevant experience of the management team, 
including companies worked for, positions held and milestones achieved. 

 
Nature and Use of Proceeds 

 
Tell the reader how much investment money you are looking for and how the 
funds will be used. Keep in mind that one of the most common causes of new 



business failures is under-capitalization. You should have a very clear idea of how 
much money you will need to operate your business for the first full year. 

 
Company Overview 

 
This section gives you the opportunity to tell the reader how your company 
began, where it is now and where you see it going in the future. Describe current 
and future facilities! What are the likely exit strategies? 

 
Legal Description 

 
Include details about where and when the company was formed, where and when 
it was incorporated and a brief overview of what your company offers. 

 
History of The Company 

 
Provide a general history of your business. Start at the beginning and organize 
the details into a timeline format, including significant milestones. Explain why 
you started the company, the driving force behind its inception and how your 
product / service mix has changed over time. Include historical data on sales, 
profits, units sold, number of employees and other important facts to build a case 
for your business. Describe how you initially funded the company. If you had 
outside investors, how much did they invest and what share of the company did 
they take? Include a section detailing the evolution of the management team. 

 
Current Status 

 
Provide a snapshot of where your company is today. Include current products, 
number of employees and a description of current facilities. Describe your 
strengths and honestly and frankly assess your weaknesses. Investors know all 
businesses have weak points and you demonstrate business maturity by 
acknowledging your weaknesses and outlining steps to combat them. Include 
current investors and their share of the business. 

 
Future Goals 

 
Tell the reader where your company is heading. What do you plan on 
accomplishing 1, 3, 5 and 10 years from now? Link these goals to the investment 
you seek so an investor understands why you need their money and what you 
intend to do with it. Explain the overall approach for reaching growth and profit 
goals in optimistic but realistic language. 

 
Exit Strategy 

 
This section explains how investors will get their money back. Describe what you 
anticipate their returns will be in excess of their investment and include a time 



frame. Possible exit strategies can include the sale or merger of your company, a 
management buyout, an IPO or a private placement. 

 
Products and Services 

 
Briefly describe your product or service. What are the advantages of your product 
and how does it compare to the competition? Outline a timetable for production 
and deadlines for necessary measures to be met. If there are other vendors, who 
are they and where do they fit in? Describe the development stage of your product. 
Tell the reader about any plans for extensions of the product line with dates and 
cost projections. 

 
Industry Analysis 

 
Every business operates within the larger classification of an industry. Your 
business plan must address the forces at work in your industry, the basic trends 
and growth over time and where your company fits in. You should demonstrate 
to the reader that you understand and have anticipated the important factors of 
your industry in order to build a case for your company's success. 

 
Think of your industry as those companies who are potential partners or 
competitors. This includes those companies selling similar products and services, 
as well as complementary or supplementary products or services. Any business 
that falls between the supplier of raw materials to the end of the distribution 
channel for your type of product or service is part of your industry. 

 
In the industry section of your business plan, provide answers to the following 
questions: 

 
* What is the size of your industry by both revenue and number of firms? 
* Discuss the characteristics of this industry such as growth trends, units sold, 

or employment. 
* What factors are influencing growth or decline in your industry? 
* What have been the trends in previous years? 
* What trends are expected in the coming years? (include supporting research) 
* What are the barriers of entry for your industry? 
* How many companies are expected to enter your industry in the future? 
* What government regulations affect your industry and your business? 
* Is your industry highly regulated or does it fall below the government's radar? 
* Provide a general explanation of the distribution system for products and 

services in your industry. 
* Is it difficult to gain distribution access to your industry? Explain. 

 
Market Analysis 

 
This section of your plan should cover the market size, trends, growth rate, 
competition analysis, project market share, relative stage of development and 



decisions on products and services. It is important to describe the overall market 
as well as the segment that you are targeting. You should discuss any significant 
changes that are occurring in the market, short term and long terms trends, 
impact of technology, government regulation and the economy. 

 
Target Market 

 
It's critical to clearly define your target market in your business plan—investors 
expect it. Identify your customers and describe their defining characteristics in 
detail. The goal of this section is to build a demographic profile of your typical 
customer. The more clearly you pinpoint the defining traits of your customer, the 
easier it is to construct a marketing program to reach them effectively. Include 
information such as age, gender, geographic location, income bracket and buying 
similarities. 

 
The information and research included in your target market section should 
originate from primary and secondary sources. Primary sources include 
information that you discover or conclude from personal observation and 
research, such as personal studies, results of questionnaires, site visits and 
conversations with experts in your industry. Secondary sources include such 
sources as journals, books, published reports, government statistics or Internet 
findings. 

 
Marketing and Sales Plan 

 
This section is a chance to convince an investor that a market exists for your 
product. Describe in detail the planned users of your products and services by 
answering the following questions: 

 
* Who will use your product or service? 
* Where are they and how many of them are there? 
* Is this number growing or declining? Why? 
* Are there geographic concentrations? 
* Is your target audience exclusively the domestic market or does it include 

international opportunities? 
* How will you reach your market? 
* How will customers become aware of your company, brand, image and 

products? 
* Who will be handling the sales and marketing responsibilities and what is 

their background? 
 
The marketing & sales section should also cover the following topics: 

 
* Sales / distribution strategy 
* Pricing strategy 
* Product positioning 
* Brand image awareness 



* Collateral materials 
* Product / market exposure strategy 

o Advertising and promotional efforts 
o Public relations 
o Media advertising 
o Direct marketing 
o Trade shows 

* Website strategies / plans 
* Strategic alliances / partnerships 
* Marketing budget 

 
Competitive Analysis 

 
Use this section of the plan to describe how your business will establish itself in 
the market. This is done by either taking shares from competitors or addressing a 
new market segment. Explain the percentage of the market you intend to capture, 
and from whom or how you will achieve this market penetration. Please include a 
chart or pie-graph to show your competitors' market shares. You can also address 
your relative advantages over your competitors, especially why customers will 
choose your product over those of existing and established companies. It is 
particularly important to address the market leadership, how they got there, 
where they are vulnerable and how you will be able to exploit these weaknesses. 
Take as fair and unbiased a viewpoint as is possible. 

 
This section should include the following: 

 
* Overview 
* Recent events / funding 
* Merger / acquisition activity 
* List and description of key competitors 
* Succinct analysis of each competitor's business 
* Strengths / weakness 
* Company differentiation 

 
Management Team 

 
Whereas the Executive Summary includes a short section on key management 
personnel, this section should be much more detailed with particular emphasis 
on relevant experience and previous successes. You should include biographical 
information for key management, the Board of Directors and the Board of 
Advisors. The Board of Advisors can be a valuable asset to help guide growing 
companies through difficult periods that are sure to develop. Look for individuals 
who are experts in their respective fields such as accounting, law, technology or 
academia. 

 
An organizational chart is very useful for this section of the business plan to help 
explain how the company is organized and the plan for reporting. Include posts 



not yet filled and if you foresee sweeping changes with fund, include pre- and 
post-funding charts. Please include manpower table that documents what 
positions you plan to fill and when. This should tie into your use of proceeds and 
financial projections. 

 
Financial Projections 

 
Everything you've included in the plan up to this point should support your 
financial assumptions and projections. In other words, the reader shouldn't be 
surprised when they see your five-year revenue forecast because you've given 
them detailed information on the market, the opportunity and your strategies. 
You've described the advantages that you have over competition; you've outlined 
how you plan to reach the market; and you've described your able management 
team that will help you achieve your objectives. Your projections should 
represent a logical conclusion to everything that you've included in the plan. 

 
This section should provide the reader with the rationale of how you developed 
your key financial projections and should address the following: 

 
* Gross sales 
* Unit forecasts 
* Cost of goods sold 
* Gross margin 
* Personnel costs / fees 
* Marketing expenses 
* Market penetration 
* Rent 
* Utilities 
* Telephone 
* Salaries 
* Inventory 
* Professionals fees 
* Commissions 
* Travel & Entertainment 
* Research 
* Local Taxes 
* National Taxes 

 
Financial Statements 

 
Sound financial management is one of the best ways for your business to remain 
profitable and solvent. How well you manage the finances of your business is the 
cornerstone of every successful business venture. Each year thousands of 
potentially successful businesses fail because of poor financial management. As a 
business owner, you will need to identify and implement fiscal policies that will 
lead to and ensure that you will meet your financial obligations. 



To effectively manage your finances, plan a sound, realistic budget by 
determining the actual amount of money needed to open your business (start-up 
costs) and the amount needed to keep it open (operating costs). The first step to 
building a sound financial plan is to complete an income statement, cash flow 
analysis and a balance sheet—if your company has revenue. 

 
Income Statement 

 
The primary tool for good financial reporting is the Statement of Income. This is a 
measure of a company's sales and expenses over a specific period of time. It is 
prepared at regular intervals (monthly for the first year and annually through five 
years) to show the results of operating during those accounting periods. It should 
follow Generally Accepted Accounting Principles (GAAP) and contain specific 
revenue and expense categories regardless of the nature of the business. We also 
accept income statements following Vietnam Accounting Standards (VAS) and 
International Accounting Standards (IAS). 

 
Cash Flow Analysis 

 
The cash flow analysis is designed to show where you are using money and at 
what rate (burn rate). This analysis is of particular interest to investors because 
they will want to see when you anticipate being in a positive cash flow position 
i.e. more money coming in than going out. 

 
Balance Sheet 

 
The Balance Sheet provides a picture of the financial health of a business at a 
given moment, usually at the close of an accounting period. It lists in detail those 
material and intangible items the business owns (known as its assets) and what 
money the business owes, either to its creditors (liabilities) or to its owners 
(shareholders' equity or net worth of the business). 

 
Exit Strategy 

 
In order to attract investment for your business, it is critical to supply an exit plan 
to investors so they can get their money back and exit your company. The exit 
strategy section of your plan should also outline your long-term business plans. 

 
Begin by asking yourself why you are getting into business. Do you see yourself 
running your company twenty years from now, or are you interested in moving 
on after a few years? Are you in it for the big money at the end of the rainbow, or 
are you more interested in running a solid and steadily growing family business? 

 
It's important to think through these issues and decide what you intend to do 
with your business before you can adequately answer the questions and address 
the issues concerning how your investor will exit your company. 



Here are some possible exit strategies to consider: 
 

* Initial Public Offering (a very, very rare event for most startups) 
* Merger/Acquisition 
* Buyout by partner in business 
* Franchise the business 

 
Once you have written your business plan, please submit it to us for review. You 
can submit it via email or post. 

 
Ho Chi Minh City Office: 

 
Centec Tower, Suite 1902 
72-74 Nguyen Thi Minh Khai Street , District 3 
Ho Chi Minh City, Vietnam 

 
Hanoi Office: 

 
V Building, 4th Floor 
125-127 Ba Trieu Street, Hai Ba Trung District 
Hanoi, Vietnam 

 
Email Addresses 

• Business Plan Submission: bizplan@idgvv.com.vn 
• General Information: info@idgvv.com.vn 

mailto:bizplan@idgvv.com.vn
mailto:info@idgvv.com.vn

